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1 Opening the Program  

• Open the LELAP Application by double clicking on your LELAP Application icon on your 
Desktop 

 
This will open the LELAP Application for the Louisiana Environmental Quality Laboratory Accreditation 
Program.  

 

 

 

 
  



2 Using this Software 

2.1 Software Sections  

 
This software program has 6 main sections to it.  Each of these sections must be reviewed in order to 
ensure that all accreditation requirements are met.   

2.1.1 Frequently Asked Questions (FAQs) 

 
This section provides a list of frequently asked questions along with the answers to them.  

 • Click on the View FAQs button  

 
  

 • This will display the questions and answers.    

 

2.1.2 Viewing FAQs   

 • Move the scrollbar on the right up and down to view questions not currently in view.  

 



  

Click  to view the next page of FAQs, to print and to return to the Main Menu 

 

 

2.1.3 View List of Required Submittals  

 
This section explains what information can be submitted electronically only, electronically or via mail, 
and what information must be submitted only by mail  

 • Click on the View List of Required Submittals Button  



 
 

 • This opens the List of Required Application Submittals  

 

   

  



2.1.3.1 Print Overall Application Checklist  

 

Click to print and to return to the Main Menu.  

To print any of the items in the list you may click  to send to your printer or  

 

2.2 Open Application Form  

 
This is the section where general information regarding the laboratory to be accredited is collected so 
it can be transmitted electronically.   

 • Click on the Open Application Form Button  

 

   

 This opens the Application interface.   

 There are 4 tabbed sections to the Application section:  Lab Identification, General Information, 
Addresses and Key Contacts.   

 Each tab contains the instructions needed to help you complete the information being 
requested.   



2.2.1 Lab Identification Tab  

 
   

 Legal Name of Laboratory : Enter legal name for the laboratory 

 Agency Interest Number: Enter AI Number for the laboratory (for initial applications please 
enter 999999. 

 EPA Lab ID Number: For applications that will include Non Potable Water related tests, 
provide the laboratory‟s existing EPA Laboratory ID # or contact Charles Feldmann at EPA‟s 
Cincinnati office (513-569-7671) to obtain a number.  

 LELAP Lab ID Number: If your laboratory has already been given a LELAP ID number, then 
enter it.  

 Mobile Laboratory ID Number: Applies to mobile laboratories only Fill in this section if the 
laboratory is mobile.   
 

  Longitude and Latitude: Enter the longitude and latitude of the lab. 

 Hours of Operation: List the days of the week and hours of operation for each day from 
opening to closing.  Include your time zone (Eastern Time, Central Time etc).  

  

 



2.2.2 General Information Tab  

 

   

  

 Application Date: Enter today‟s date.  If you are returning to complete an unfinished 
application, update the date to today‟s date using a MM/DD/YYYY format.  If today were June 
7, 2008 you would enter 06/07/2008.  

 Purpose and Type of Application: Indicate what kind of application this is. 
o Initial Accreditation: First time applicants should select 
o Reaccreditation: Returning applicants that have not been continually accredited. 
o Modify Scope of Accreditation: For applicants that are requesting new scope additions 

or deletions. 
o Renewal Accreditation: Applicants that are renewing their scopes (every 3 yrs) 
o Change of address: For notifying address change only (with no scope changes) 
o Other: For other purposes not listed please type that in.   

 Laboratory Description: Indicate which laboratory type best describes this facility. 

 Instruments: Indicate what instruments your lab uses. 

   
 
  
 



2.2.3 Addresses Tab 

 

  

Please provide your labs physical, mailing and billing address. Also describe the lab location or driving 
directions. 
  



2.2.4 Key Contacts 

 

 
 

 Owner: The laboratory‟s owner may be a company, local government, or other organization. 
Please provide the mailing address for the laboratory owner in this section also. Provide the 
Full Name, street address, city, state and zip code.  

 Primary Contact:  Provide the Full Name, street address, city, state and zip code. Also 
provide the telephone, fax and email.  

 Other Key Contacts: Please provide the names of the responsible official,lab technical 
director and quality assurance officer  

 
  



2.3 Standard Scopes of Accreditation 

 

 
 

This is the section where information regarding desired Standard Scopes of Accreditation is collected 

so it can be transmitted electronically. Selections are saved automatically as you go.  

 

 

A Scopes of Accreditation is given by Matrix (Field of Testing), Method and Analyte  

 Each button represents a matrix group.   



 Each tab within a matrix group represents a LELAP testing category.  

 Each unique method/analyte combination is listed on its own row.   

 For each method that is to be accredited, you must select both the primary state for 
accreditation (PrimaryCertifier) and Accreditation Type (AccType) for the type of Accreditation.   

 
Matrices exist for:   

 Non Potable Water  

 Solids / Waste  

 Air Emissions 

 Biological Tissue   
   

2.3.1 Selecting Scopes of Accreditation  

 
Click on the tab based upon the desired testing category.  Scroll up and down as needed until you find 
a desired test.    

 

 Click on the PrimaryCertifier column cell directly to the left of the desired Method / Analyte / 
Technology.  

 Select the Louisiana (if it is primary) or another state (if Louisiana is secondary) from the list of 
participating States. 

 Select the Accreditation Type(AccType) from the list of AccType 

 
 
 
 
 
 
 
 
 



Tools to Filter and sort the data in the tables can be used by clicking on the arrows which appear on 
the right side of each header or column name. 
  

 
 
A fly-out box will appear and you can use the available tools for your search. Using the first box (select 
all) toggles all the checks off an on. You can remove all the checks and click on the empty box to 
select specific methods. Only checked boxes will appear on the table when you click OK. To turn the 
filter feature off go back to the fly-out and click select all again. 

There is no ability to select multiple tests at the same time. Each test must be selected with the 
primary state designated individually. 

When all selections are complete, you may exit by clicking    

 
  

2.3.2 De-Selecting Scopes of Accreditation  Previously Selected  

2.3.2.1 Removing One Choice within a matrix  

 • Choose the test to change   

 



 

 • Highlight the Primary cell by holding left mouse button down and moving cursor across entire 

state name   

 • Click on Delete Button on your keyboard.  This empties out the primary field  

 
  

2.3.2.2 Removing ALL Choices on a Testing Category within a Matrix  

 
There is an option to remove all selections for an entire tab within a matrix.  Use this with caution if you 
have numerous selections within the same method grouping.   

 • Click on    

 • Click „Yes‟ on this pop up that appears    

  

2.3.3 Scopes of Accreditation Not Found   

 
If you are unable to find a desired matrix – method– analyte combination, you may request it using the 
Request Parameter form   



 Click on   

 Choose how you would like to print it. Send it to the printer will allow you to select the desired 
printer. Save as a PDF will allow you to save it as a PDF on your computer. 

 

 Fill out the Request for additional Scopes of Accreditation form and send it to LELAP. 

 

 
Note: if this form is needed and used, be sure to completely fill it out and include it as part of your 
overall Application submission package that is physically mailed to LELAP  

2.3.4 Print Overall List of Scopes of Accreditation  Selected  

 Print your copy of the methods - analytes you have requested by using “Print Selected 
Parameters” 



 
   

 After printing, click on    

  



2.4 Non Standard Scopes of Accreditation 

 

 

2.4.1 Filling In the Requirements 

You must fill out all the requirements: 

 Choose PrimaryCertifier from List 

 Choose Accreditation Type(AccType ) from list 

 Choose Analyte 

 Type your own Standard Procedure Name (SOP) 

 Choose Matrix 

 Choose test Category Name 

 Choose Technology 

 

2.4.2 Removing ALL Choices on the Non Standard Scopes of Accreditation 

 

There is an option to remove all selections for the Non Standard Scopes of Accreditation, use this with 

caution.  

 • Click on    



 • Click „Yes‟ on this pop up that appears    

 

2.5 Calculate Fees  

 
This section does an automatic calculation of fees due to LELAP, based on information given within 
the application 

Important: Be sure that you have made all of your selections before creating the invoice.  

 

 

 

 Click the Select Calculate Fees Button  

 The Fee Calculation screen appears, displaying the total number of test categories by matrices 
and the fees assessed.   



 
   

  

2.5.1 Printing Application Invoice   

 
 Wait until you have made all of your Scopes of Accreditation  Selections before printing your 

preliminary invoice.   

 Select   to print the invoice that needs to be submitted for fees related to the 
application. Be sure to print a copy for your own records.   



 

 Once all copies of the Invoice have been printed    

 

2.6 Submit Scopes of Accreditation to LELAP  

 
This is the section from which submissions can be electronically transmitted to LELAP.    

Important: Be sure to have all application information fully completed prior to submitting your 
electronic application.   

 • Click on the Submit Part E (Scopes of Accreditation) of the Application to LELAP Button  



 
 

2.6.1 Submit Files Electronically  

 
This section automatically submits the scopes of accreditation information electronically.  You will need 
to be connected to the internet at the time you send these files.  

 

 

 Click on  

 If the application has been fully completed, then your files will be transmitted.   



 If there is required information that still needs to be completed, you will receive an error 
message that informs you which information needs to be added before the file can be 
transmitted electronically.  

 If you have not entered a valid EPA number on the application, you will receive a message and 
your files will not be transmitted.  

 If your computer is not currently connected to the internet, you might receive a general 
message  

 Once the application information has been sent successfully – you will receive a confirmation 
message    

 

 

If you are still unable to send the application to LELAP after confirming internet connection, contact 
dina,heidar@la.gov 
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